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Shift Management Screen
displays all current Shift

Profiles
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 Open the Work Order drop
down & click 'Staff On-Shift' 

We’ve overhauled the Staff On-
Shift to support a “set it and

forget it” model for managers!



2. Select user and click
'OK'

1. Click 'Create' to create a
new Shift Profile

3. Select the appropriate
Work Order Types'
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4. Use the Work Assignment field
to indicate zones, floors, shifts, etc.

a user is responsible for

5. Select the appropriate
Facilities Department(s)

6. Select the users
Department(s)



 1. To start a single shift, highlight the user 
 2. Click the Blue Start Shift button 
 3. Or use the drop-down in the gold, editable column to select a Shift Status 

 1. To start multiple shifts, Use the green Filter Bar to view all Off-Shift users for your Department 
 2. To select multiple users, click and drag or hold the Ctrl key + your mouse
 3. To start all Shifts, click the Blue Start Shift button

Mobile Device users are able to put themselves On and Off-Shift
using their mobile device
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Mobile Device users are able to put themselves On and Off-
Shift using their mobile device
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 1. To end a single shift, highlight the user 
 2. Click the Blue End Shift button 
 3. Or use the drop-down in the gold, editable column to select a Shift Status 

 1. To  end multiple shifts, Use the green Filter Bar to view all On-Shift users for your Department 
 2. To select multiple users, click and drag or hold the Ctrl key + your mouse
 3. To end all Shifts, click the Blue End Shift button
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Select the user whose shift
you want to edit and click

'Edit'

Make the necessary changes
and click 'OK'
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To disable a Shift Profile,
highlight the user and click

'Disable Shift Profile'

To view disabled shift profiles,
check the box next to 'Show

Disabled Profiles'
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Mobile Users will not be able to put themselves
On or Off-Shift if their Shift Profile is disabled


